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HRMS Organizational Management 
Create or Update Employee Group and Subgroup to Position 

This procedure is used to create or update the employee group and subgroup to a position, using transaction code 
PO13. 

  

1. Enter transaction code 
“PO13” in the 
Command field and 
press Enter, 

OR 
Follow the menu tree: 
Human Resources→ 
Organizational 
Management→ Expert 
Mode→ Position. 

 

 

PO13  
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2. Enter the position 
number in the Position 
field. 

3. Click the box to the left 
of infotype Employee 
group/Subgroup. 

4. Click  Create to 
create a new record,  

OR 

Click   Copy to 
update an existing 
position. 
 

 
  

5. Enter the effective date 
in the Valid from field. 

6. Choose the correct 
Employee group from 
the drop-down box. 

7. Click the EE subgroup 
 Matchcode to open 

the selection list.  

8. Choose the correct EE 
subgroup, and then 
click  Enter to close 
the list. 

9. Click  Enter. 

10. Click  Save. 

This completes the 
transaction to Create or 
Update an Employee Group 
and Subgroup. 

 
Hint: The EE subgroup 
defines the work period 
designation and salary rate 
unit for a position. Refer to 
the matchcode for the 
complete list. 


